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26 December 1956

MEMORANDIM FOR: Branch Chiefa. DD

SUBJECT : Projects

L.

25X1A

25X1A

25X1A
3.

Approved For Release 2003/03/02 : CIA-RDP

The following assigrments are listed by Branch with deadlines for
execution. We have gone aver them pmny times duwring the past two
months but heve pushed the: aside because of backlog problems. The
answer undoubtedly lies in the reverse appromch - introduce tke
changes in order to solve :uhe backlogs. When you have doubits sbout
a suggested approach, I suigest that you put your proposals ir
writing for negotiation. 'In the =nd we should have & memorandun for
the record descriting ever:r major step accomplished.

Anslysie Branch: - 25X1A 25X1A

a) _working wi.h arrange to use codes pupplied
by Alr Force (for Minicard) for CIA intellofaxing.

Begin by 1% Jenuary.

b) Rliminate production o’ "D" cards for the routine flow of intelliseace
documents. Record dissemination in grease pencll on the CJR processing
copy for filming. This practice in the omse of State Dept. nodexes
hes already proved the feasibility of this approsch.

Begin by 7 Jaruery.

e} -1 Staff the screenins desk o handle the entire flow of documents

trough the Batch rystem. — ihfeetd A dad@acdmney SBFLa T Tan T

-2 Staff the proposed Speclal Section on a proviaionsl besis to
disseminate and cofie all fintahed intelligence identified by
soreeners. Note: some categorles can Lypass the scresning
step once | Brecch and the screeners agree on
any special procesting desired. pi ©.4 PR W TP

d) BHateblish eriteris for disseminstion of ICA reports to CIA. If 80-
90% of the reports are not used, their receipt by the Agen:y

Arrange by 21 B - L0 ¢ $im
Arrenge by 21 Jaauary. s L4 Fm ¥

25X1A
Distribvution Branch: _

&) Begin the Preparation ¢f receipi forms and batch control sieets by
adding machine. A seccnd and possibly a third uwachine may ve re-
quired. Training of eteff will take time. Begin by using the
avallsble mechine full-time and rotate staff in order to give
training experience. e e

&1.&1.@_ P R

Begin T Jenuary.
67-00896R000100070
ILLEGIB

Begin by 14 January .
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25X1A -2~

; v) working with [ 15y out & vaton fiov systom and a fl.or
! layout for stafi and equipment whiech will:

L”1) Accommodate scveening as & new step in processing.

| ﬁ
E v’ 2) Eliminate batehing of dlstribution copies of documents. “
|

(-3} Bateh litwery copy oisy before mierofilming, using the ‘
adding machine to prejpare the bateh ¢ontrol sheel. i

| 4) Jointly with Analysis Branch review the typing requirvcmenis for
the source card, set ¢ new typing pattern for Kodex end siream-
J line the standard souice oard wherever possibla. A worki g grous

| 2SRIA - tncluttng pechape [ -4
be assigned to complets this project by 1% Jamuwry. 25X1A

g ¢ 5) Jointly with Managemes: [ otreaniine equipnent vsed for
'; i *’:"‘“‘ 4 -~ mafl, sorting, logging end distribution of documents. Rejlace-

: . G ment of Ksrdex by Diehold log folders (now on order for

; 1% 3 571  Aequisitions Bresch of CIA Librexry) for standsrd distribution

‘ 3 and flash items should be consifared lmmediately.

No single desdline date car ba set, however, all iioms showld e
f in force or fully planned ty 1 February.

_Special Control Branch: |G 25X1A

‘ - g’? a) Complete the statement of miasions and functions for the Speci:l Relensc

25x1 A - —Branch (NN for discussicn wita DAD/CR by 28 Decesber.
a4 25X1C

’ Ao ? o D) Insugurate the revised flow system ror- documerts by 3 canuary.

; v } Including: :

5 et - 14

! \ - 1) Termination of special )ogging end replacement by filing of &

: ' gopy of the source card.

@) Belocstion of Aistribution to Distribution Branch.
3) Introduction of typing step (source card) immedintely folloving
realiing for disseninasiea and before documents ere deliverec to
Machine Divialon l'or copring.

. e) Submlt proposed form relesse nemorandn to Forms Manegement Office
> by 4 January.

4) Revige Septerber Csble Center meworandum to Chief, I.iaim Plvision
to show current eonclusions tnd recommendations on /0, end spaca.

Complete by 10 Januvary.
Chief, Docvment Division
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